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Some  employees  think  that  it's  up  to  the  salesmen  or  customer- 
service  staff  to  sell  the  company's  products  or  services.  Some  feel 
that  public  relations  is  the  sole  responsibility  of  management  and 
the  public-relations  department.  Others  take  a  broader  view  of 
their  work  and  the  opportunities  to  be  of  service.  These  people 
realize  that  whatever  task  they  are  doing  can  contribute  to  the 
success  of  the  company.  They  find  more  purpose  and  more  reward 
in  their  jobs.  Their  vision  tells  them  that: 

The  woman  who  has  contact  with  the  customer,  in  person  or  by 
phone,  can  increase  the  prestige — and  sales — of  her  company. 

The  secretary  who  handles  routine  efficiently  frees  her  boss  for  more 
creative  work  and  planning,  so  important  to  the  firm's  growth. 

The  stenographer  who  does  neat  work  makes  each  letter  a  "silent 
salesman''  for  the  company.  The  typist  who  checks  figures  and  facts 
for  accuracy  is  preventing  errors  that  could  be  costly. 

The  order  writer  who  gets  the  customer's  order  straight  is  selling 
the  idea  that  her  company  is  anxious  to  give  the  customer  what  he 
wants.  The  biller  who  sends  correct  bills  and  the  posting  clerk  who 
records  payments  promptly  are  maintaining  good  customer  relations. 

The  accounts-payable  clerk  who  issues  authorized  checks  promptly 
is  helping  to  maintain  her  company's  credit  rating. 

The  adjuster  who  handles  a  customer's  complaint  fairly  and  with 
dispatch  can  save  an  account  that  otherwise  might  be  lost. 

The  file  clerk  who  keeps  papers  properly  filed  and  easy  to  find  is 
taking  good  care  of  the  "running  history"  of  the  business. 

The  switchboard  operator  who  handles  calls  pleasantly  and  promptly 
is  building  a  good  image  of  the  firm  in  the  minds  of  callers. 

The  employee  who  is  courteous  and  cooperative  is  doing  her  part  to 
maintain  harmony  and  foster  teamwork.  The  woman  who  does  a  full 
day's  work  is  keeping  her  part  of  the  employment  contract. 

And  the  girl  who  talks  about  the  good  points  of  her  job  and  the 
merit  of  her  employer  is  unconsciously  recruiting  prospective 
employees  among  her  acguaintances. 


(or  thereabouts) 
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Coming  together  is  a  beginning,  keeping  toget 


How  to  Read  Faster  and  Better 

With  so  many  letters,  reports,  and  other  material 
to  read,  many  office  women  have  become  interested 
in  increasing  their  reading  speed  and  comprehen¬ 
sion.  The  two  go  hand  in  hand.  Reading  courses  are 
available,  and  some  NSA  chapters  have  sponsored 
reading  clinics.  A  helpful  booklet  on  the  subject  is 
"Read  Faster  and  Get  More  Out  of  It”  by  Dr.  James 
E.  Devine  of  The  Reading  Institute  at  New  York  Uni¬ 
versity  (Alumni  Offset,  Inc.,  10  Columbus  Circle,  New 
York,  New  York,  10  cents) .  Here  are  some  of  his  tips 
to  help  you  improve  your  reading; 

Conditions  for  Effective  Reading 

Be  sure  that  the  "mechanical  apparatus”  is  in  good 
working  order.  If  your  eyes  sting,  twitch,  blink,  or 
water  freguently,  you  may  need  glasses.  See  your 
eye  doctor. 

Physical  conditions  should  be  as  nearly  perfect  as 
possible.  Have  plenty  of  light.  Wear  glasses  if  you're 
supposed  to.  Be  comfortably  seated  in  a  chair  that 
"fits”  you. 

Mental  attitude  is  egually  important.  Reading  can 
and  should  be  fun.  If  you  approach  it  as  an  un¬ 
pleasant  chore,  you  won't  benefit  much  from  it.  Bring 
attention  to  your  reading — not  tension. 

Avoid  Habits  That  Slow  You  Down 

1.  Most  slow  readers  vocalize.  They  silently  pro¬ 
nounce  every  word.  Since  the  eyes  can  take  in  words 
two  or  three  times  faster  than  the  vocal  cords  can 
pronounce  them,  this  is  highly  inefficient. 
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2.  Moving  the  head  from  side  to  side.  Your  eyes 
move  considerably  faster  than  your  head  can.  To 
correct  this  defect,  place  the  material  and  both  el¬ 
bows  on  a  table;  hold  your  head  between  your  hands. 

3.  Following  across  the  line  with  your  finger  or  a 
pencil.  This  slows  down  your  eye  speed. 

4.  Limited  vocabulary.  The  more  words  you  know, 
the  less  guessing  you  do  while  reading.  Get  the  dic¬ 
tionary  habit — keep  one  handy  when  you  read.  Inter¬ 
est  in  word  meanings  is  highest  at  that  point.  Write 
the  words  and  meanings  as  you  look  them  up.  Review 
them  later  and  use  them  in  speech. 

5.  Disinterest.  You  read  faster  and  understand  bet¬ 
ter  those  things  that  interest  you  or  which  are  fa¬ 
miliar.  Reading  what  interests  you  and  what  you  like 
will  help  you  to  read  faster. 

6.  Inefficient  eye  movement.  If  you  clear  up  the 
first  three  faults,  you  can  then  concentrate  on  moving 
your  eyes  faster.  Force  yourself  to  read  just  a  bit 
faster  than  your  present  "normal”  speed. 

While  reading,  your  eyes  move  in  guick  sweeps, 
with  a  short  pause  between  each  sweep.  Reading 
takes  place  when  the  eye  stops.  Aim  to  catch  as  many 
words  as  possible  at  once.  Your  eye  sweeps  will  then 
become  greater,  and  you'll  be  reading  faster. 

Remember,  grasping  large  numbers  of  words  leads 
to  guicker  understanding.  But  you  must  practice  to 
become  more  skillful.  The  best  type  of  reading  for 
increasing  speed  is  something  light  that  you  enjoy — 
a  novel,  for  example,  or  a  good  detective  story.  In 
easy  stages,  force  yourself  to  read  faster,  and  you'll 
soon  have  a  higher  "normal  reading  speed.” 

Slogans  Accentuate  the  Positive 

Quotations  submitted  in  the  recent  Bulletin  contest 
show  that  the  typical  reader  is  never  at  a  loss  for 
words  of  wisdom.  Almost  any  situation  can  be  tackled 
after  a  look  on  the  brighter  side,  and  almost  anywhere 
you  look,  you  can  find  the  needed  inspiration.  The 
guotes  were  gleaned  from  the  Bible,  biographies, 
magazines,  newspapers,  and  bulletins. 

When  her  secretarial  desk  looks  "as  though  it  can't 
stand  the  load  of  papers  being  piled  on  it,”  Mrs. 
Elizabeth  Slattery  said  that  this  slogan  spurs  her  on: 
"Elbow  grease  comes  in  cans,  not  in  can'ts.”  She 
found  this  in  "Inklings,”  a  bulletin  of  the  Automobile 
Club  Insurance  Company. 

Miss  Elaine  C.  Cornette,  steno-clerk,  offered  two 
guotations,  one  of  inspiration  and  one  with  a  restrain¬ 
ing  influence,  from  "Charity  and  Children.”  The  first 
is:  "Go  as  far  as  you  can  see.  When  you  get  there, 
you  can  see  still  farther.”  The  word  of  caution:  "Don't 
brag;  it  isn't  the  whistle  that  pulls  the  train.” 
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Left  to  right:  Irene  More,  Virginia  Selch,  Janet  Busenbarrick,  Ann  McIntyre,  Lois  Hutton,  Shirley  Hauck,  Carylon  Bruner, 
Peggy  Brecht,  Ann  Wyatt,  Leona  Everling,  and  Maxine  Pollard,  the  Chairman 


Office  Women  of  the  Month — 

Meridian  Secretaries’  Club 

On  March  9,  secretaries  at  Meridian  Mutual  Insur¬ 
ance  Company,  Indianapolis,  Indiana,  heard  a  com¬ 
pany  representative  describe  a  session  of  the  Indiana 
legislature  which  he  attended.  He  talked  about  the 
things  of  particular  interest  to  insurance  people.  Last 
month,  the  special  staff  assistant  explained  the  com¬ 
pany's  new  organizational  staff  manual  to  the  group. 

Such  speakers  are  part  of  the  program  of  the  Secre¬ 
taries'  Club  at  Meridian,  which  meets  once  a  month. 
The  club  was  formed  in  1954  at  the  suggestion  of  Mr. 
Carl  M.  Russell,  president,  for  these  purposes:  (1) 
Providing  a  means  of  closer  relationship  among  secre¬ 
taries;  (2)  Improving  their  efficiency  and  broadening 
their  knowledge;  (3)  Enabling  the  company  to  bene¬ 
fit  from  their  ideas  and  suggestions;  (4)  Providing  an 
organized  means  for  dispensing  information;  (5)  Im¬ 
proving  the  company's  system  of  training  new  secre¬ 
taries. 

Several  of  these  aims  were  realized  in  one  big 
project.  Club  members  wrote  the  "Secretaries'  Hand¬ 
book  of  Meridian  Mutual  Insurance  Company.''  The 
62 -page  indexed  handbook  is  a  guide  to  company 
procedures.  It  was  designed  to  achieve  correct,  uni¬ 
form  secretarial  practice  and  to  cover  in  detail  sub¬ 
jects  of  principal  concern  to  every  secretary  there. 
Contents  include  insurance  terms,  procedure  out¬ 
lines,  sample  office  forms,  an  organization  chart,  a 
correspondence  section,  and  general  material  useful 
to  secretaries.  A  Revision  Committee  revises  the  loose- 
leaf  handbook  every  six  months. 


Other  activities  are  group  discussions,  films,  guizzes, 
guest  speakers,  book  reviews,  and  tours  of  depart¬ 
ments  in  the  company.  In  addition,  the  Literature 
Committee  subscribes  to  various  secretarial  publica¬ 
tions  and  routes  them  to  members. 

A  Steering  Committee  composed  of  chairman,  vice 
chairman,  and  secretary-treasurer,  directs  the  activi¬ 
ties.  The  group  elects  officers  and  the  members  of 
the  Literature  and  Revision  Committees  semiannually. 
Each  year,  the  company  president  receives  a  report 
of  the  club's  functioning. 

Any  executive's  secretary  is  eligible  for  member¬ 
ship,  which  is  voluntary.  All  12  women  in  this  cate¬ 
gory  belong  to  the  club.  There  are  no  dues  or  fees, 
but  the  members  may  agree  on  contributions  for 
luncheons  or  other  purposes,  in  keeping  with  com¬ 
pany  policy.  Meetings  are  held  on  the  second  Thurs¬ 
day  afternoon  of  each  month  and  last  one  hour.  After¬ 
wards,  the  women  have  their  coffee  break  together. 

The  members  are:  Georgia  Anderson,  agency  sec¬ 
retary;  Peggy  Brecht,  secretary  to  {personnel  director; 
lanet  Busenbarrick,  secretary  to  the  president;  Leona 
Everling,  payroll  secretary;  Shirley  Hauck,  secretary 
to  assistant  to  president;  Lois  Hutton,  secretary  to 
accounting  and  statistical  manager;  Ann  McIntyre, 
secretary  to  office  manager;  Irene  More,  secretary  to 
claim  manager;  Dalene  Pietro,  secretary  to  special 
staff  assistant  (she  succeeded  Mrs.  Bruner,  pictured 
above);  Maxine  Pollard,  secretary  to  secretary- 
treasurer;  Virginia  Selch,  secretary  to  director  of 
public  relations;  Ann  Wyatt,  secretary  to  under¬ 
writing  manager. 


What’s  New  in  Business 

Complete  Biographical  Library 

More  than  275,000  biographies  of  noteworthy 
people  are  contained  in  the  12  volumes  that  make  up 
the  new  Marquis  Biographical  Library.  The  refer¬ 
ences  include  "Who's  Who  in  America,"  "Who's 
Who  of  American  Women,"  "Who's  Who  in  Com¬ 
merce  and  Industry,"  and  regional  directories,  plus 
an  index  of  all  listings.  Write  to  Marquis- Who's  Who, 
Inc.,  210  East  Ohio  Street,  Chicago  11,  Illinois,  for 
literature  about  the  set,  which  costs  $287. 

Alaska's  New  "Forty-Niners" 

The  National  Secretaries  Association  (International) 
welcomed  49  Alaskan  secretaries  to  membership  on 
Washington's  birthday,  February  22,  in  Anchorage, 
Alaska.  The  original  group  of  19  prospective  members 
met  the  goal  of  49  charter  members,  fulfilling  their 
slogan,  "49  for  the  49th  State."  Mrs.  Helen  Norton, 
president  of  the  new  Billikin  Chapter,  said  that  "plans 
are  already  underway  to  establish  chapters  in  luneau 
and  Fairbanks,  Alaska." 

Investigate  Before  You  Invest 

Office  women  interested  in  investing  money  safely 
will  find  helpful  tips  in  a  free  booklet,  "Investigate 
Before  You  Invest."  Write  to  the  Securities  and  Ex¬ 
change  Commission,  Washington  25,  D.  C. 

Her  Royal  Highness  Secretarial  Kit 

A  kit  to  make  it  easier  to  type  business  correspond¬ 
ence  neatly  contains  plastic  type  cleaner,  platen 
restorer,  type-cleaning  and  type-dusting  brushes, 
hand  lotion,  and  aerosol  spray  for  sanitizing  the  air. 
"Her  Royal  Highness  Secretarial  Kit"  costs  $4.95. 
Contact  your  local  Royal  dealer  or  write  to  P.  O.  Box 
311,  Roytype  Division,  Royal  McBee  Corporation, 
Port  Chester,  New  York. 

Looking  Forward  and  Backward 

Automation  is  not  a  threat  to  office  women,  but  a 
promise — of  greater  aids  to  efficiency,  according  to 
Vivicopy  -division  of  Smith-Corona  Marchant.  For 
instance,  the  most  automated  industry  in  America  is 


the  communications  field,  yet  more  than  200,000 
operators  are  needed  to  man  the  telephone-company 
system. 

Today's  office  woman  has  come  a  long  way  from 
the  "flustered,  exhausted  office  drudge  of  years  ago," 
thanks  to  automatic  equipment.  Around  the  turn  of 
the  century,  a  "typewriter" — yesteryear's  title  for  the 
office  girl — got  $10  a  week  for  54  hours'  work.  Many 
bosses  complained  that  after  training  a  girl,  she  had 
the  nerve  to  run  off  and  get  married.  One  frustrated 
employer  ran  an  ad  demanding  a  girl  who'd  sign  a 
contract  never  to  get  married.  In  exchange,  the  girl 
was  offered  "life  position,  best  salary." 

The  Mailbag 

"Efficient  Techniques  for  Remembering" 

I  would  like  to  get  a  copy  of  "Efficient  Techniques 
for  Remembering,"  by  Donald  A.  and  Eleanor  C. 
Laird. — M.  J.  Paul,  Calgary,  Canada 

The  book  is  available  from  McGraw-Hill  Book  Com¬ 
pany,  Inc.,  330  West  42nd  Street,  New  York  36, 
New  York,  for  $3.95,  if  your  bookstore  does  not  have  it. 

Reference  Books  on  Filing 

Could  you  send  me  a  list  of  good  reference  books 
on  the  subject  of  filing?  We  are  far  from  any  city, 
so  I  have  no  access  to  any  expert,  school,  or  library 
deahng  with  this  subject. — M.  Drahorad,  Kitimat, 
Canada 

Recent  books  and  booklets  on  filing  are:  "Efficiency 
Filing  System"  by  Leslie  R.  Elliott,  Broadman  Press, 
127  Ninth  Avenue  North,  Nashville  3,  Tennessee, 
$2.00;  "Progressive  Filing"  by  G.  Kahn  and  T. 
Yerian,  McGraw-Hill  Book  Company,  Inc.,  address  in 
previous  answer,  $2.95;  "Basic  Filing  Rules  for 
Medium-Sized  Libraries"  by  Gertrude  Moakley, 
William-Frederick  Press,  391  East  149th  Street,  New 
York  55,  $1.00;  "File  This,  Please!"  by  Marjorie  Payne, 
The  Dartnell  Corporation,  address  below,  40  cents. 

Sincerely, 

Marilyn  French,  Editor 
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